Knowledge, Skill, Ability: Demonstrates the ability to perform the job and is able to apply required training and experience into job performance.
Reliability: Performs duties, completes work to expected standards and within time expectations.
• Demonstrates ability to appropriately prioritize work assignments and to complete duties in the assigned timeframe.
• Establishes priorities, resources and organizes work to meet required deadlines.
• Demonstrates the ability to recognize potential problems and take proactive steps to avoid them.
• Facilitates the proper flow of information through the department and organization to ensure awareness.
• Demonstrates the ability and willingness to work in a collaborative environment where ideas are exchanged and evaluated in a healthy and productive manner.
• Exhibits commitment through attendance and punctuality.
Performance: Committed to the overall goals, functions and requirements of their position.
• Demonstrates a positive work ethic, including diligence and commitment, to the success of the department and the medical center.
• Acts promptly on requests or assignments. Takes steps to insure that request has been properly understood, including required time frame and delivery or response.
• Demonstrates attention to detail and commitment to accurate results.
• Demonstrates the ability to function at an appropriate level while engaged in multiple high priority projects or activities at one time.
• Demonstrates ability to commit to a course of action from several alternatives after gathering information on a day-to-day basis from multiple sources.
Outcome Orientation: Committed to the successful completion of tasks assigned to the employee with appropriate emphasis on quality results.
• Maintains personal organization of responsibilities and/or work area in order to efficiently perform assigned tasks.
• Demonstrates a commitment to producing quality results associated with their position's responsibilities.
• Exhibits a focus on end results throughout the performance of one's duties and responsibilities.
• Exhibits personal responsibility for one's own actions and their impact on the successful completion of personal and organizational goals while avoiding making excuses.
• Exhibits the ability to prioritize activities so that those most critical functions of one's job are engaged at a time in which they can most positively impact results.
This template is a resource to help you complete performance conversations with your staff. The template below will help you focus on the Elements of Performance of the job.
The general characteristics that define a rating of are listed below. To receive a rating, the employee's performance must consistently fall within the descriptors for that category. In all cases, supervisors should be able to provide specific examples to support the rating. If needed, you may customize the specific characteristics below based on expectations for specific job categories.
A rating of Does Not Meet should be given when an employee is essentially not performing assigned tasks. If a Does Not Meet is indicated, a Performance Improvement Plan MUST be prepared. Contact your HR Consultant for guidance.
DOES NOT MEET EXPECTATIONS PARTIALLY OR INCONSISTENTLY MEETS EXPECTATIONS

MEETS EXPECTATIONS EXCEEDS EXPECTATIONS
• 
